
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

BBC Bitesize  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to formally invite BBC 

Bitesize to collaborate with us on [specific project or event], which 

aims to [briefly describe the purpose and goal of the project/event].  

We believe that partnering with BBC Bitesize would greatly enhance the 

reach and impact of this initiative, given your commitment to providing 

quality educational resources. We are particularly interested in 

[specific contributions or involvement desired from BBC Bitesize]. 

The details of the project/event are as follows:  

- **Date:** [Insert date]  

- **Location:** [Insert location]  

- **Target Audience:** [Describe target audience]  

- **Agenda:** [Provide a brief agenda or structure] 

We are eager to discuss this opportunity further and explore how we can 

work together to create a meaningful experience for our audience. Please 

let us know your availability for a meeting in the coming weeks. 

Thank you for considering this invitation. We look forward to the 

possibility of collaborating with you. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Organization] 


